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ADULT LEARNER SKILLS COMPETENCIES

A FRAMEWORK FOR DEVELOPING CURRICULA IN ADULT CONTEXTS AND LINKING
INSTRUCTION TO ASSESSMENT

Purpose of Project
The purpose of the Adult Learner Competencies Project was to research the literature and

consult with adult education practitioners in the Commonwealth to establish competencies that
can be used by all Adult Basic and Literacy Education (ABLE) providers in Pennsylvania. It is
expected that the lists outlined in this report will

provide practitioners with a framework for designing curricula that reflect adults' roles as
family members, citizens, and workers and their application of basic skills within these
contexts;
assist practitioners in linking specific basic skills development more closely with learner-
selected activities and tasks;
assist practitioners in linking curricula to program assessment plans;
assist programs participating in the EQuaL initiative by providing a backdrop for reflecting
on current instructional and assessment practices and developing program improvement
plans; and
provide the Bureau of ABLE with a framework that can be used to expand efforts to
document learner gains and, ultimately, contribute to improved accountability procedures
for Pennsylvania ABLE programs.

Organization of Report

Adult educators can use this report to review the competency lists and sample instructional
applications of the competencies; consider links between the competencies and assessment;
and, consider future opportunities for expanding the use of the competency lists in the
Commonwealth.

Future of Learner Competencies

Nationally, discussion about and lists of adult learner competencies, competency-based
assessments, and adult learner outcomes are not new. These issues also have been considered
at the state level, including, for example, several Section 353 Special Demonstration projects
funded over the past 18 years that have focused specifically on competencies. The current
interest in competencies, however, focuses on several intertwined areas of concern to adult
educators, including the need for improved program accountability, changes in adult education
legislation and funding, and concerns about the effectiveness of current adult curricula and
learner assessment practices. Several states (e.g., Iowa, Connecticut) have undertaken
initiatives to develop statewide adult learner competences that are used to plan program
improvements and guide assessment. In addition, the National Institute for Literacy's
Equipped for the Future initiative is designing a standards-base system for reform that focuses
on adults' purposes for learning and adult roles. This initiative is expected to have widespread
impact on adult basic and literacy education services nationwide. See Research and
Development of Pennsylvania-Specific Adult Learner Competencies in Family, Work, and
Community Contexts (Van Horn, 1997) for a review of these issues.

Although this report introduces the competency lists and provides some suggestions for
implementing them, it does not train practitioners to use the competencies. This section of the
report, therefore, provides a preview of a 1997-98 Section 353 project that will develop a
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training module and resource guide focusing on using the competencies for program
improvement.

The integration of adult learner competencies into ABLE program practices in Pennsylvania
also suggests future development focusing on the design of curriculum modules and of
informal but structured procedures for documenting learner outcomes. This section, therefore,
also outlines these potential applications of the competencies.

Competencies and Sample Applications

Competency Lists

This section lists the adult learner competencies in three levels mirroring the commonly
used designations of basic (Level 1), intermediate (Level 2), and advanced (Level 3) skill
achievement.
1. Adult learners functioning at the basic level have skills ranging from minimal up to a

traditional pre-GED level (grade equivalent 0-4).
2. Adult learners functioning at the intermediate level have skills ranging from pre-GED up to

GED preparation level (grade equivalent 5-8).
3. Adult learners functioning at the advanced level have skills ranging from GED preparation

to postsecondary preparation (grade equivalent 9+).

The competencies in each level represent skill goals that learners should accomplish before
progressing to the next level; they describe skills that learners are striving toward rather than
where the learners are currently functioning. Progress can be measured through the results of
standardized assessments with which the competencies are linked and through informal
measures documenting the learner's ability to apply selected skills in various contexts. These
links are outlined in the section Competencies and Assessment Plans.

Within each level, competencies are organized by communication (i.e., reading, listening,
writing, and speaking), numeracy, and higher order skills. Extended literacy skills based on
SCANS competencies (also known as "soft skills", life skills, or employability skills) are also
listed for each level. Skills may be repeated throughout the levels, since learners tend to refine
and expand their proficiency throughout the educational process. For example, adults at the
beginning level of reading may learn and practice basic comprehension strategies; however,
their application of the strategies will become more complex as the individual applies them with
more difficult and diverse topics and materials.

Sample Instructional Applications

A summary chart at the end of each level provides examples of the competencies as applied
in three adult contexts family member, worker, community member/citizen. These contexts
reflect the National Institute for Literacy's Equipped for the Future role maps. A fourth
context, that of personal development, is not listed separately in the EFF role maps although it
has been suggested by various educators in the field, particularly those working with adults
functioning at the basic level. This context is included, however, as a broad area of
responsibility managing personal growth within the family member role map.

Instructors are encouraged to think in terms of contextual education to address the learners'
knowledge and skills needs and interests. This perspective has several potential benefits for
learners:

Instruction is based on adults' desire for access to relevant and useful information. The
skills competencies are not meant to be a checklist; they are meant to be used as a tool to



assist in reconceptualizing ABLE curricula and effective practice. Program staff can use the
competencies as a framework to support instruction focused on teaching foundation, or
basic, skills within contexts that are meaningful and applicable to adults' lives.
Although the basic skills provide an instructional focus, these skills are learned within a
relevant and meaningful context. This approach supports both learners' and practitioners'
instructional needs. Learning and improving skills involves extensive practice. Many
adults are more interested in learning to complete specific tasks related to daily living (e.g.,
Interpret medicine labels.) than in practicing skills even when practicing the skills would
help them be more successful in completing the selected task. The context, therefore,
provides motivation and sustains interest. On the other hand, teaching individuals to
perform a task can present obstacles for instructors since several skills are often embedded
in the task. Instructors may find it difficult to identify the underlying skills necessary for
completing the task successfully. In addition, it is often difficult to identify the learners'
skill strengths and weaknesses based on their ability to perform the task. For example, if
learners cannot interpret medicine labels, does it mean that they cannot decode the words,
understand the vocabulary or measurements (e.g., teaspoon), or comprehend the sequence
of instructions. Therefore, instructors can improve their practice by focusing on building
proficiency in the underlying skills within a context that interests the learners.
Targeting specific skills and their application in different contexts fosters skill transfer.
Adult learners can improve their ability to transfer the application of skills to different
contexts through practice. Therefore, instructors might offer the necessary practice by
providing learners with opportunities to apply specific skills competencies learned in one
context (e.g. problem-solving in a family-related situation) to a workplace or community
context. Instructors also can support this transfer through modeling and direct instruction
to make connections between the skills and contexts explicit.

NOTE: The adult learner competencies outlined in this report focus on the skills of adults
who are native speakers of English. Providers who work with adults for whom English is a
Second Language (ESL) will find connections between these lists and competencies
traditionally taught in ESL programs; however, they should consult the results of previous
work on ESL-specific competencies. Development in this area has been completed by the
Comprehensive Adult Student Assessment System (CASAS), the U. S. Department of Health
and Human Services Office of Refugee Resettlement's 1985 Mainstream English Language
Training (MELT) Program, and California Department of Education's English as a Second
Language Model Standards for Adult Education Programs.

Competencies and Assessment Plans

This section illustrates the connection between the adult learner competencies and specific
standardized assessment instruments. These connections as well as the competencies lists will
assist providers in designing their programs' assessment plans. Although this section is placed
after information on the competencies and sample instructional applications, that does not infer
that assessment should be the last issue considered in developing instructional and assessment
plans. In fact, the two instruction and assessment should be closely linked if programs
expect learner accomplishments to be evident in assessment results. Program staff should
carefully review their program's goals and instructional plans and processes when considering
adoption of specific assessment instruments. The competency lists can provide a tool for staff
as they explore the possible links between these two educational components. Additional
information about selecting assessment instruments may be found in the Bureau of ABLE's
Assessment and Adult Learners: Getting the Most from Standardized and Informal Assessment
Instruments (Van Horn, Carman, Askov, & Jenkins, 1996).
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Assessment planning allows adult educators to consider "the big picture" for their program,
to encourage the use of various complementary assessment tools to measure progress, and to
ensure that all stakeholders' information needs are being met. Additional information on
assessment planning can be found in the Bureau of ABLE's Assessment for Adult Learners
Training Module for Practitioners (Forlizzi, Van Horn, & Molek, 1997).

Future of Learner. Competencies

Technical Assistance for ABLE Practitioners

The competencies described in this report are simply a listing of specific skills with
subskills reflecting increasing complexity at each level and sample applications. These lists,
however, do not provide guidelines for using the competencies to improve practice. Therefore,
the Bureau of Adult Basic and Literacy Education, with Section 353 funds, is supporting the
development of a professional development module and resource guide for practitioners in
1997-98.

Project staff will develop and pilot test a professional development module, linking the
competencies to contextualized, competency-based educational practices (e.g., curricula,
instruction, and assessment). The purpose of the module will be to introduce the skills
competencies and provide practice in using them to design contextualized, competency-based
curricula; focus attention on using instructional practices that support skill development within
relevant adult contexts; and assist in linking instructional practices with assessment plans to
improve learner outcomes and program accountability.

The resource guide will highlight exemplary curricula and instructional materials that
support the use of the competencies to build learners' skills in the context of their roles as
workers, family members and citizens. Information about commercially available instructional
materials and 353 products will be correlated with the competencies and with the specific adult
contexts. In-kind contributions from selected commercial publishers will provide the Bureau's
professional development and literacy resource centers with samples of instructional materials
included in the resource guide. Use of this guide will be an integral part of the professional
development module.

Applications of Competencies in Curriculum and Assessment

The integration of skills competencies into ABLE program practices also suggests future
development focusing on the design of skill-focused, contextualized curriculum and
development of informal but structured procedures for documenting learner outcomes.

Curriculum and Instruction

Most adults are interested in learning useful and relevant information as they practice
necessary skills. Teaching that integrates skills with relevant context is often called
contextualized instruction. Although contextualized instruction provides learners with
opportunities to broaden their knowledge and build schema, or knowledge structures, that
can expand comprehension as they improve basic skills, few currently available
instructional materials integrate the two components. For example, workbooks include items
in which the learner practices targeted skills that have been couched in adult experiences;
however, the contexts for these experiences usually differ from exercise to exercise (e.g., one
reading selection on budgeting, one on workplace safety). The lack of continuity discourages
the development of useful knowledge about any one of the contexts. On the other hand, other
materials, often called "enrichment" materials, provide information on topics of interest to
adults. Unfortunately, many lack practice in basic skills (e.g., vocabulary exercises,
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comprehension guides, etc.) that would expand their usefulness for instruction and practice.
Since many existing materials lack continuity or the integration of skills and knowledge,
curriculum developers have the opportunity to use the skills competencies as well as
information on adults' informational needs and interests to design exemplary contextualized
curricula and instructional materials for adult learners.

Assessment

The skills competencies also have potential applications in the area of learner assessment.
Historically, competency-based assessment has taken one of two basic approaches: applied
performance (e.g., External Diploma Program) in which individuals demonstrate competence
by completing various real-life tasks or standardized testing (e.g., CASAS) in which
individuals demonstrate competence by successfully completing a competency-based exam.
Both approaches focus on the effective application of literacy skills to accomplish common
tasks such as accessing the health care system or appying for a job. Some states (e.g.,
Oregon, Connecticut, California), in fact, have pioneered statewide competency-based
curriculum and assessment systems for adult basic and literacy education. Colorado also has
developed and implemented a competency-linked portfolio assessment process leading to a
Certificate of Accomplishment. These statewide efforts are relatively new initiatives, and
resulting changes in the adult education system have yet to be fully evaluated. On the other
hand, their work in the area of competency-based assessment can inform Pennsylvania's plans
for ABLE program improvement.

Skills competencies also can provide a framework for developing more focused and
specific educational plans with adult learners. By linking the skills competencies to specific
adult roles, learners will more easily see the connections between their personal goals and skill
development, and instructors will have more detailed instructional and assessment plans. For
example, an instructor and learner can identify specific employment-related educational needs;
these needs, then, can be linked to the skills competencies to create an instructional plan and
expected outcomes. Although informal rather than standardized assessment might be used to
determine the learner's accomplishment of the expected outcomes, providers and adult learners
could more clearly track progress toward achieving context-specific literacy-related goals. The
learner's successful completion of the plan also can be shared with potential employers,
detailing the individual's ability to apply literacy skills to perform specific work-related tasks.

5



Adult Learner Competencies
LEVEL I (Basic)

COMMUNICATION

Reading

Reading Goal: On achieving Level 1 reading competencies, the learner will use basic word
recognition and comprehension skills and strategies to read simple materials
on familiar topics.

1. Use word recognition skills to decode, pronounce, and comprehend the meaning of
familiar words and of new words introduced through instruction.
1.1 Recognize selected words by sight (sight vocabulary).
1.2 Apply basic symbol/sound correspondences for the letters of the alphabet to

pronounce and identify words (phonics skills).
1.3 Apply basic language patterns (e.g., syllables, common affixes) to pronounce and

identify words.
1.4 Use context clues to identify unfamiliar words.
1.5 Use references (e.g., dictionary, glossary) as source of information about unfamiliar

words in text.

2. Demonstrate fluency in reading orally from familiar materials.

3. Demonstrate knowledge of principles of alphabetization.
3.1 Apply knowledge to arrange selected words in alphabetical order.
3.2 Apply knowledge to locate information listed in alphabetic order (e.g., names and/or

businesses in telephone book; words in dictionary).

4. Demonstrate knowledge of vocabulary in selected instructional contexts.
4.1 Identify and comprehend the meaning of basic functional (i.e., life skills),

occupational, and content-specific (i.e., academic) vocabulary.
4.2 Use context clues and the meaning of common affixes to select or infer the meaning

unfamiliar words and to distinguish meanings of homographs and words with
multiple meanings.

4.3 Apply vocabulary knowledge to comprehending text on familiar topics those
introduced through instruction.

5. Read and interpret common signs, symbols, and abbreviations.
5.1 Identify and interpret basic social and survival signs (e.g., classified ads, clothing

labels, road signs, and alpha-numeric codes, such as aisle numbers).
5.2 Identify and interpret common safety codes and symbols.
5.3 Identify and interpret commonly-used abbreviations (e.g., weights, measures, and

sizes).
5.4 Apply knowledge of signs, symbols, and abbreviations to comprehend and perform

simple tasks (e.g., recipes, prescriptions, public signs, laundering labels).

6 lU
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6. Read and interpret simple documents (i.e., tables, schedules, charts, graphs, maps,
forms).
6.1 Locate information in simple documents.
6.2 Follow directions for completing common documents (e.g., forms, schedules).
6.3 Interpret abbreviations commonly used in documents.
6.4 Apply knowledge of simple documents to perform basic tasks.

7. Demonstrate literal and inferential comprehension of simply written materials.
7.1 Identify directly stated main ideas.
7.2 Identify inferred main ideas.
7.3 Locate directly stated details (e.g., examples, facts, descriptions, reasons) that

contribute to understanding the main idea.
7.4 Paraphrase and summarize (e.g., retell, recall, or explain) information in simple texts.
7.5 Draw conclusions based on details in the text.
7.6 Identify and interpret basic figurative language (e.g., similes, metaphors) and idioms.

8. Apply basic comprehension-monitoring (metacognitive) strategies.
8.1 Use pre-reading strategies (e.g., prediction, questioning, prior knowledge).
8.2 Use comprehension checking strategies (e.g., rereading, self-questioning).

11
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Adult Learner Competencies
LEVEL I (Basic)

COMMUNICATION

Listening

Goal: On achieving Level .1 listening competencies, the learner will use basic listening skills to
interpret orally presented information on familiar topics.

1. Demonstrate knowledge of basic oral communication conventions.
1.1 Understand and respond to common nonverbal gestures (e.g., eye contact, facial

expressions, gestures, and conversational pauses).
1.2 Listen attentively (e.g., demonstrate attentiveness through nonverbal or verbal

behaviors).
1.3 Demonstrate understanding of everyday conversation, stories, and other kinds of oral

communication by paraphrasing or retelling.

2. Apply active listening skills to simple verbal messages.
2.1 Follow simple oral instructions.
2.2 Order or re-order information to modify a task based on changes in simple oral

instructions.
2.3 Demonstrate understanding of information received through situations in which the

speaker is not present (i.e., telephone, audiotaped information).
2.4 Identify the main idea of a verbal message, conversation, and other oral

communication.
2.5 Paraphrase and summarize (e.g., retell, recall, or explain) orally presented

information.
2.6 Draw conclusions based on details provided orally.
2.7 Use intonation, rhythm, and stress to determine speaker's intent.
2.8 Analyze information (e.g., relevance to issue, author's purpose and point of view).

3. Apply basic comprehension-monitoring (metacognitive) strategies.
3.1 Use comprehension strategies (e.g., prediction, questioning, prior knowledge) to

prepare for active listening.
3.2 Seek repetition or ask questions for clarification of orally presented information.

3EST COPY AVAILABLE
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Adult Learner Competencies
LEVEL 1 (Basic)

COMMUNICATION

Writing

Goal: On achieving Level I writing competencies, the learner will communicate information
on familiar topics using direct, concise, and clear writing and will complete simple
documents accurately and completely .

1. Demonstrate basic knowledge of the alphabet and spelling of familiar words.
1.1 Identify and write upper and lower case letters of the alphabet from memory.
1.2 Write basic words that are spelled orally.
1.3 Spell familiar basic words that are pronounced orally.
1.4 Approximate spelling of unfamiliar words that are pronounced orally.

2. Apply basic principles of language mechanics in written work.
2.1 Use basic principles of capitalization (e.g., proper nouns, first words in sentences,

days of the weeks, the word "I").
2.2 Identify and use common punctuation marks (e.g., period, comma, apostrophe,

question mark, and exclamation point).
2.3 Recognize and apply standard English usage for common verbs and pronouns.

3. Complete basic writing tasks accurately.
3.1 Write names and addresses correctly (e.g., spacing, spelling, punctuation,

capitalization).
3.2 Write simple lists, notes, and messages legibly and accurately.
3.3 Fill out basic forms and documents legibly and accurately.
3.4 Write a variety of complete simple sentences including statements, questions, and

commands.
3.5 Write a basic paragraph including a main idea statement and several (2-3) supporting

details.

4. Demonstrate knowledge of basic concepts about writing.
4.1 Identify and apply basic purposes for writing (i.e., communicate information and

ideas).
4.2 Identify basic audiences (e.g., friend, employer, school personnel), and identify

appropriate writing styles.
4.3 Identify procedures for producing final document (e.g., pre-writing/brainstorming,

drafting, revising, reflecting on impact of writing on audience).

'UST COPY AVAILABLE
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Adult Learner Competencies
LEVEL 1 (Basic)

COMMUNICATION

Speaking

Goal: On achieving Level 1 speaking competencies, the learner will speak clearly and with a
basic understanding of standard grammar and syntax to communicate information and
ideas on familiar topics.

1. Use questioning strategies effectively to obtain or clarify information.
1.1 Ask for basic assistance or information.
1.2 Ask simple clarification questions (e.g., about job tasks and instructions; about errors

on bills), or repeat/paraphrase words or phrases for clarification.

2. Use explanatory language and basic persuasive language effectively to communicate
information.

2.1 Explain own or others' actions including reasons and/or simple
procedures/processes.

2.2 Teach others how to perform simple task (e.g., explain steps in a process and/or give
directions).

2.3 Accurately report an activity or facts about selected situations (e.g., report an
emergency, describe own or others' health condition).

2.4 Communicate information clearly via telephone/voice mail.
2.5 State a personal opinion clearly and effectively.

3. Participate in basic conversation or discussion.
3.1 Use appropriate conversational techniques (e.g., interrupting or including other

people in a conversation) and behaviors.
3.2 Respond appropriately to others' requests, criticisms, or praise (e.g., respond to

supervisor's comments about quality and timeliness of work).
3.3 Participate in discussion or interview, asking and answering questions and

volunteering information as appropriate.

4. Demonstrate knowledge of basic concepts about effective speech.
4.1 Identify procedures for preparing a simple oral presentation (e.g., identify audience,

identify purpose and basic concepts to communicate)
4.2 Employ appropriate use of language (i.e., grammatically correct, audible, clear

enunciation) and nonverbal behaviors (e.g., eye contact, gestures).
4.3 Determine audience's understanding of presentation by observing verbal and

nonverbal cues.

BEST COPY AVAILABLE
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Adult Learner Competencies
LEVEL 1 (Basic)

NUMERACY

Goal: On achieving Level 1 numeracy competencies, the learner will apply basic arithmetic
functions to solve familiar mathematical problems.

1. Recognize numbers and demonstrate basic computation skills.
1.1 Identify, classify, and write numeric symbols as numbers and as words.
1.2 Count and associate numbers with quantities, including recognizing correct number

sequence.
1.3 Identify basic information needed to solve a simple mathematical problems.
1.4 Recognize basic mathematical concepts (i.e., simple properties, patterns, fractional

parts, even-odd, multiples).

2. Compute using whole numbers.
2.1 Identify place values.
2.2 Add and subtract whole numbers involving simple borrowing and carrying.
2.3 Recognize and use basic multiplication and division facts to complete mathematical

problems.
2.4 Multiply and divide whole numbers.
2.5 Average whole numbers.
2.6 Identify commonly used key words and determine which operations are required to

solve simple word problems.

3. Apply numbers as used with dates, times, and temperature.
3.1 Interpret meanings of dates, times, and temperature.
3.2 Calculate solutions to simple problems involving dates, times, and temperature.
3.3 Interpret typical uses of numbers in documents and in consumer settings (e.g., travel

and appointment schedules, recipes, etc.).

4. Use coins and currency.
4.1 Identify names and values of common coins and currency.
4.2 Recognize symbols for currency, such as ($) and (.).
4.3 Add and subtract decimal fractions in context of currency.
4.4 Interpret typical uses of numbers in documents and in consumer settings (e.g., price

tags, check books, receipts, etc.).

5. Measure.
5.1 Recognize, use, and measure linear dimensions.
5.2 Recognize, use, and measure basic geometric shapes and angles.
5.3 Recognize, use, and measure weight, area, and volume.
5.4 Select, use, and interpret basic problem-solving tools (e.g., calculators, computers,

mathematical tables, and instruments such as rulers, scales, gauges, and dials).
5.5 Calculate solutions to simple problems involving distance, weight, and volume.
5.6 Interpret typical uses of numbers in documents and in consumer settings (e.g., maps,

nutritional information, recipes).



6. Estimate.
6.1 Estimate arithmetic results without a calculator prior to calculations (e.g., estimate

sales tax or tip on service).
6.2 Use estimation check the reasonableness of results.
6.3 Compare and round whole numbers.

7. Use common mathematical documents.
7.1 Interpret basic charts, graphs, schedules, tables, and/or diagrams.
7.2 Construct basic tables, charts, schedules, diagrams, and graphs.

16
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Adult Learner Competencies
LEVEL 1 (Basic)

HIGHER ORDER SKILLS

Goal: On achieving Level 1 higher order skills competencies, the learner will apply problem-
solving, decision-making and other critical thinking skills to to familiar situations or
topics.

1. Demonstrate basic problem-solving and decision-making skills.
1.1 Identify and define simple problems to be solved.
1.2 Identify and define goals and restraints concerning simple decisions to be made.
1.3 Identify, locate, and collect basic information needed to resolve problems or make

decisions.
1.4 Identify potential solutions for problems or decisions using collected information.
1.5 Analyze information (i.e., relevance to problem or issue, bias, etc.).
1.6 Identify potential impact of information on solving problems or making decisions.
1.7 Evaluate progress, revising solutions or seeking assistance if necessary.

2. Demonstrate basic critical thinking skills.
2.1 Identify and analyze components of a simple process, procedure, or system.
2.2 Draw conclusions or make predictions about a simple process, procedure, or system.
2.3 Evaluate the effectiveness of a simple process, procedure, or system.

flES51' AVAIIABLE
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Adult Learner Competencies
LEVEL I (Basic)

EXTENDED LITERACY

Goal: On achieving Level 1 extended literacy competencies, the learner will use basic
knowledge and skills applied to familiar situations or topics.

1. Locate and use appropriate resources to solve basic problems and make decisions.
1.1 Identify and access basic sources of information and assistance.
1.2 Identify and use basic reference materials (e.g., indices, dictionaries, technology-

based systems, etc.) to locate information.
1.3 Choose resources consistent with a specific task (e.g., reference materials,

technologies, individuals or organizations).
1.4 Identify and use basic test-taking strategies.

2. Demonstrate ability to apply basic interpersonal skills.
2.1 Negotiate with group to set and achieve goals.
2.2 Negotiate with group to arrive at mutually acceptable solutions to simple problems or

to make decisions.
2.3 Assist others in a group (e.g., identify learning needs, use techniques appropriate for

group members).
2.4 Value and respect others regardless of culture (e.g., ethnicity, religion, physical

attributes, etc.).

3. Demonstrate ability to apply basic organizational and management skills.
3.1 Identify and prioritize personal and educational goals.
3.2 Develop and use simple physical system of organization (e.g., notebooks, calendars,

lists, etc.).
3.3 Manage time, money, materials, space, and people as ways to organize personal life

(e.g., roles as family member, worker, citizen).

4. Demonstrate basic understanding of common systems.
4.1 Identify systems (e.g., family, educational, workplace, government, health,

religious) commonly encountered and individual's role within each.
4.2 Describe basic purposes and functioning of common systems.

BEST :20PA' AVMLABLE

14 I



M
E

E
M

E
N

IT
h 

M
E

N
E

M
 =

M
IN

IM

17
1

A
du

lt 
L

ea
rn

er
 C

om
pe

te
nc

ie
s:

Sa
m

pl
e 

In
st

ru
ct

io
na

l A
pp

lic
at

io
ns

L
E

V
E

L
 1

 (
B

as
ic

)

IF
am

ily
I

C
om

m
un

ity
/C

iti
ze

n
I

W
or

k

C
O

M
M

U
N

IC
A

T
IO

N

R
ea

di
ng

1.
 U

se
 w

or
d 

re
co

gn
iti

on
 s

ki
lls

 to
de

co
de

, p
ro

no
un

ce
, a

nd
co

m
pr

eh
en

d 
th

e 
m

ea
ni

ng
 o

f 
w

or
ds

.

Id
en

tif
y 

ba
si

c/
si

m
pl

e 
vo

ca
bu

la
ry

 in
 a

re
ci

pe
.

Id
en

tif
y 

ba
si

c 
vo

ca
bu

la
ry

 u
se

d 
in

 a
bu

s 
sc

he
du

le
.

R
ef

er
 to

 th
e 

gl
os

sa
ry

 to
 id

en
tif

y 
an

d
de

fi
ne

 u
nf

am
ili

ar
 w

or
ds

 f
ou

nd
 in

 a
be

ne
fi

ts
 p

ac
ka

ge
.

2.
 D

em
on

st
ra

te
 f

lu
en

cy
 in

 r
ea

di
ng

or
al

ly
 f

ro
m

 f
am

ili
ar

 m
at

er
ia

ls
.

R
ea

d 
a 

be
dt

im
e 

st
or

y 
to

 a
 c

hi
ld

.
O

ra
lly

 r
ea

d 
a 

B
ib

le
 p

as
sa

ge
.

O
ra

lly
 r

ea
d 

a 
si

m
pl

e 
te

le
m

ar
ke

tin
g

su
rv

ey
 to

 c
us

to
m

er
s.

3.
 D

em
on

st
ra

te
 k

no
w

le
dg

e 
of

pr
in

ci
pl

es
 o

f 
al

ph
ab

et
iz

at
io

n.
L

oc
at

e 
th

e 
te

le
ph

on
e 

nu
m

be
r 

fo
r 

a
lo

ca
l c

lin
ic

 in
 a

 p
ho

ne
 b

oo
k.

A
rr

an
ge

 v
ot

in
g 

ap
pl

ic
at

io
ns

 in
al

ph
ab

et
ic

al
 o

rd
er

.
L

oc
at

e 
pa

rt
s 

fo
r 

cu
st

om
er

s 
fr

om
 a

n
al

ph
ab

et
ic

al
 li

st
.

4.
 D

em
on

st
ra

te
 k

no
w

le
dg

e 
of

vo
ca

bu
la

ry
 in

 s
el

ec
te

d
in

st
ru

ct
io

na
l c

on
te

xt
s.

R
ea

d 
an

d 
un

de
rs

ta
nd

 v
oc

ab
ul

ar
y 

us
ed

to
 d

et
ai

l s
af

et
y 

pr
oc

ed
ur

es
 f

or
ev

ac
ua

tin
g 

ap
ar

tm
en

t b
ui

ld
in

g 
in

ca
se

 o
f 

fi
re

.

E
st

im
at

e 
w

or
d 

m
ea

ni
ng

s 
fr

om
co

nt
ex

t c
lu

es
 w

he
n 

re
ad

in
g 

an
 a

rt
ic

le
in

 th
e 

lo
ca

l n
ew

sp
ap

er
.

R
ea

d 
an

d 
un

de
rs

ta
nd

 jo
b-

sp
ec

if
ic

vo
ca

bu
la

ry
 w

he
n 

re
ad

in
g 

w
or

kp
la

ce
m

an
ua

ls
.

5.
 R

ea
d 

an
d 

in
te

rp
re

t c
om

m
on

 s
ig

ns
,

sy
m

bo
ls

, a
nd

 a
bb

re
vi

at
io

ns
.

L
oc

at
e 

an
d 

in
te

rp
re

t i
nf

or
m

at
io

n 
on

 a
pr

es
cr

ip
tio

n 
la

be
l c

on
ce

rn
in

g 
co

rr
ec

t
do

sa
ge

.

Fi
nd

 s
ea

t a
t a

 b
al

l g
am

e 
ba

se
d 

on
in

fo
rm

at
io

n 
on

 ti
ck

et
 s

tu
b.

R
ea

d 
an

d 
in

te
rp

re
t c

om
m

on
ly

 u
se

d
ab

br
ev

ia
tio

ns
 f

ou
nd

 in
 w

an
t a

ds
.

6.
 R

ea
d 

an
d 

in
te

rp
re

t s
im

pl
e

do
cu

m
en

ts
.

L
oc

at
e 

co
rr

ec
t b

us
 r

ou
te

 a
nd

 ti
m

e 
it

w
ou

ld
 ta

ke
 to

 g
et

 to
 to

w
n.

L
oc

at
e 

lo
ca

tio
n 

of
 n

ea
re

st
 b

us
 s

to
p

by
 in

te
rp

re
tin

g 
in

fo
rm

at
io

n 
on

 a
m

ap
.

C
om

pl
et

e 
a 

fo
rm

 to
 r

eq
ue

st
 n

ee
de

d
re

pa
ir

s 
on

 a
 p

ie
ce

 o
f 

m
ac

hi
ne

ry
.

7.
 D

em
on

st
ra

te
 li

te
ra

l a
nd

 in
fe

re
nt

ia
l

co
m

pr
eh

en
si

on
 o

f 
si

m
pl

y 
w

ri
tte

n
m

at
er

ia
ls

.

E
xp

la
in

 to
 c

hi
ld

 m
ea

ni
ng

 o
f 

si
m

pl
e

fi
gu

ra
tiv

e 
la

ng
ua

ge
 f

ou
nd

 in
ch

ild
re

n'
s 

bo
ok

.

L
oc

at
e 

de
ta

ils
 in

 n
ew

sp
ap

er
 a

d 
to

de
te

rm
in

e 
da

te
s 

of
 s

al
e.

Su
m

m
ar

iz
e 

m
ai

n 
id

ea
 o

f 
co

m
pa

ny
m

em
o 

fo
r 

co
w

or
ke

r.

8.
 A

pp
ly

 b
as

ic
 c

om
pr

eh
en

si
on

-
m

on
ito

ri
ng

 (
m

et
ac

og
ni

tiv
e)

st
ra

te
gi

es
.

Pr
ed

ic
t f

ro
m

 c
ov

er
 a

nd
 b

y 
re

ad
in

g
su

m
m

ar
y 

if
 b

oo
k 

w
ou

ld
 b

e
in

te
re

st
in

g.

R
er

ea
d 

a 
pa

ra
gr

ap
h 

on
 a

 p
et

iti
on

 to
en

su
re

 u
nd

er
st

an
di

ng
 b

ef
or

e 
si

gn
in

g.
U

se
 p

ri
or

 e
xp

er
ie

nc
e 

to
 in

te
rp

re
t

in
fo

rm
at

io
n 

on
 n

ew
 w

ag
e 

st
ub

.

iS
20



IM
 M

E
M

=
M

N
IM

M
11

1 
M

IM
I=

 =
M

E
M

 M
I

L
is

te
ni

ng

1.
 D

em
on

st
ra

te
 k

no
w

le
dg

e 
of

 b
as

ic
or

al
 c

om
m

un
ic

at
io

n 
co

nv
en

tio
ns

.
M

ak
e 

ap
pr

op
ri

at
e 

co
m

m
en

ts
 w

he
n

lis
te

ni
ng

 to
 c

hi
ld

 d
es

cr
ib

e 
he

r 
da

y.
G

re
et

 p
eo

pl
e 

ap
pr

op
ri

at
el

y
(h

an
ds

ha
ke

) 
at

 c
om

m
un

ity
 m

ee
tin

g.
M

ak
e 

ey
e-

co
nt

ac
t w

he
n 

lis
te

ni
ng

 to
a 

co
-w

or
ke

r.

2.
 A

pp
ly

 a
ct

iv
e 

lis
te

ni
ng

 s
ki

lls
 to

ve
rb

al
 m

es
sa

ge
s.

A
ft

er
 r

ec
ei

vi
ng

 d
ir

ec
tio

ns
 to

 a
 s

to
re

,
re

pe
at

 d
ir

ec
tio

ns
 to

 ta
xi

 d
ri

ve
r,

D
et

er
m

in
e 

m
oo

d 
of

 a
 s

pe
ak

er
 f

ro
m

in
to

na
tio

n 
an

d 
la

ng
ua

ge
 s

tr
es

se
s.

R
ec

al
l a

nd
 r

ep
ea

t s
im

pl
e 

di
re

ct
io

ns
gi

ve
n 

by
 s

up
er

vi
so

r.

3.
 A

pp
ly

 c
om

pr
eh

en
si

on
-m

on
ito

ri
ng

(m
et

ac
og

ni
tiv

e)
 s

tr
at

eg
ie

s.
A

sk
 d

oc
to

r 
qu

es
tio

ns
 to

 e
ns

ur
e

un
de

rs
ta

nd
in

g 
of

 p
ro

pe
r 

ch
ild

 c
ar

e.
A

sk
 s

pe
ak

er
 a

t m
ee

tin
g 

to
 r

ep
ea

t k
ey

in
fo

rm
at

io
n.

A
ft

er
 li

st
en

in
g 

to
 d

ir
ec

tio
ns

, a
sk

qu
es

tio
ns

 to
 c

la
ri

fy
 h

ow
 to

 c
om

pl
et

e
w

or
k 

ta
sk

 in
de

pe
nd

en
tly

.

W
ri

tin
g

1.
 D

em
on

st
ra

te
 b

as
ic

 k
no

w
le

dg
e 

of
th

e 
al

ph
ab

et
 a

nd
 s

pe
lli

ng
 o

f
fa

m
ili

ar
 w

or
ds

.

U
se

 k
no

w
le

dg
e 

of
 u

pp
er

 a
nd

 lo
w

er
ca

se
 le

tte
rs

 to
 p

la
y 

m
at

ch
in

g 
ga

m
e

w
ith

 c
hi

ld
.

W
ri

te
 n

ot
e 

to
 h

el
p 

lo
ca

te
 a

 b
oo

k
ba

se
d 

on
 li

br
ar

ia
n'

s 
di

re
ct

io
ns

.
A

pp
ro

xi
m

at
e 

sp
el

lin
g 

of
 u

nk
no

w
n

w
or

ds
 in

 a
 te

le
ph

on
e 

m
es

sa
ge

.

2.
 A

pp
ly

 b
as

ic
 p

ri
nc

ip
le

s 
of

la
ng

ua
ge

 m
ec

ha
ni

cs
 in

 w
ri

tin
g.

W
ri

te
 n

ot
es

 in
 a

 c
hi

ld
's

 h
ea

lth
 r

ec
or

d
us

in
g 

pr
on

ou
ns

 a
nd

 v
er

bs
 c

or
re

ct
ly

.
W

ri
te

 a
 s

im
pl

e 
ca

le
nd

ar
 o

f 
ev

en
ts

 f
or

a 
ch

ur
ch

 g
ro

up
.

U
se

 c
or

re
ct

 c
ap

ita
liz

at
io

n 
to

 w
ri

te
ad

dr
es

se
s 

in
 a

n 
of

fi
ce

 in
de

x.

3.
 C

om
pl

et
e 

ba
si

c 
w

ri
tin

g 
ta

sk
s

ac
cu

ra
te

ly
.

W
ri

te
 a

 n
ot

e 
fo

r 
ch

ild
's

 a
bs

en
ce

 f
ro

m
sc

ho
ol

.
Fi

ll 
ou

t a
 c

ha
ng

e 
of

 a
dd

re
ss

 f
or

m
 a

t
th

e 
po

st
 o

ff
ic

e.
C

om
pl

et
e 

a 
w

ri
tte

n 
st

at
em

en
t

co
nc

er
ni

ng
 a

n 
ac

ci
de

nt
 o

n 
fo

rm
.

4.
 D

em
on

st
ra

te
 k

no
w

le
dg

e 
of

 b
as

ic
co

nc
ep

ts
 a

bo
ut

 w
ri

tin
g.

W
ri

te
 a

 n
ot

e 
to

 s
po

us
e 

w
ith

di
re

ct
io

ns
 f

or
 c

oo
ki

ng
 d

in
ne

r.
D

ra
ft

 a
 le

tte
r 

to
 th

e 
ed

ito
r.

W
ri

te
 le

tte
r 

to
 a

 s
up

er
vi

so
r 

to
 a

dd
re

ss
a 

co
nc

er
n.

Sp
ea

ki
ng

1.
 U

se
 q

ue
st

io
ni

ng
 s

tr
at

eg
ie

s 
to

ob
ta

in
 o

r 
cl

ar
if

y 
in

fo
rm

at
io

n.
C

al
l p

ho
ne

 c
om

pa
ny

 to
 g

et
in

fo
rm

at
io

n 
on

 a
n 

er
ro

r 
on

 b
ill

,
C

om
m

un
ic

at
e 

na
tu

re
 a

nd
 lo

ca
tio

n 
of

an
 a

cc
id

en
t t

o 
au

th
or

iti
es

.
A

sk
s 

su
pe

rv
is

or
 to

 e
xp

la
in

 a
 d

ro
p 

in
pa

y 
on

 p
ay

 s
tu

b.

2.
 U

se
 e

xp
la

na
to

ry
 a

nd
 b

as
ic

pe
rs

ua
si

ve
 la

ng
ua

ge
 e

ff
ec

tiv
el

y 
to

co
m

m
un

ic
at

e 
in

fo
rm

at
io

n,

E
xp

la
in

 to
 a

 f
ri

en
d,

 s
te

p 
by

 s
te

p,
ho

w
 to

 k
ni

t.
E

xp
la

in
 r

ea
so

ns
 f

or
 n

ot
 p

ar
tic

ip
at

in
g

in
 a

n 
ex

er
ci

se
 p

ro
gr

am
 d

ue
 to

 p
oo

r
he

al
th

.

U
se

 p
er

su
as

iv
e 

st
at

em
en

ts
 to

co
nv

in
ce

 s
up

er
vi

so
r 

of
 a

 b
et

te
r 

w
ay

of
 r

un
ni

ng
 th

e 
lin

e.

3.
 P

ar
tic

ip
at

e 
in

 b
as

ic
 c

on
ve

rs
at

io
n

or
 d

is
cu

ss
io

n.
C

an
di

dl
y 

pa
rt

ic
ip

at
e 

in
 a

 c
on

fe
re

nc
e

w
ith

 a
 c

hi
ld

's
 te

ac
he

r.
U

se
 a

pp
ro

pr
ia

te
 c

on
ve

rs
at

io
n 

w
hi

le
ta

lk
in

g 
to

 p
ub

lic
 o

ff
ic

ia
l.

U
se

 a
pp

ro
pr

ia
te

 c
on

ve
rs

at
io

na
l s

ki
lls

to
 p

ar
tic

ip
at

e 
in

 jo
b 

in
te

rv
ie

w
.

4.
 D

em
on

st
ra

te
 k

no
w

le
dg

e 
of

 b
as

ic
co

nc
ep

ts
 a

bo
ut

 e
ff

ec
tiv

e 
sp

ee
ch

,
D

et
er

m
in

e 
if

 f
ri

en
d 

ha
s 

un
de

rs
to

od
or

al
 d

ir
ec

tio
ns

,
Pr

ep
ar

e 
a 

br
ie

f 
or

al
 p

re
se

nt
at

io
n 

fo
r

ch
ur

ch
 g

ro
up

.
C

on
du

ct
 a

n 
in

tr
od

uc
to

ry
 e

qu
ip

m
en

t
tr

ai
ni

ng
 f

or
 c

ow
or

ke
rs

.

22



M
N

 M
O

 O
M

M
N

 M
I N

M
 M

N
 M

I
IIM

I M
E

M
=

 M
M

IIM

N
U

M
E

R
A

C
Y

1.
 R

ec
og

ni
ze

 n
um

be
rs

 a
nd

de
m

on
st

ra
te

 b
as

ic
 c

om
pu

ta
tio

n
sk

ill
s.

C
ou

nt
 tr

ea
ts

 a
cc

ur
at

el
y 

so
 th

at
 e

ac
h

ch
ild

 in
 th

e 
cl

as
s 

re
ce

iv
es

 o
ne

.
M

at
ch

 th
e 

nu
m

er
al

s 
on

 a
 ti

ck
et

 to
th

e 
nu

m
be

r 
w

or
d 

on
 a

 li
st

.
D

iv
id

e 
pi

es
 a

nd
 c

ak
es

 in
to

 p
ie

ce
s 

fo
r

sa
le

.

2.
 C

om
pu

te
 u

si
ng

 w
ho

le
 n

um
be

rs
.

C
al

cu
la

te
 n

um
be

r 
of

 y
ea

rs
 p

ar
en

ts
ha

ve
 b

ee
n 

m
ar

ri
ed

.
M

ul
tip

ly
 c

an
s 

in
 a

 r
ow

 b
y 

nu
m

be
r

of
 r

ow
s 

to
 f

in
d 

to
ta

l n
um

be
r 

of
 c

an
s.

D
et

er
m

in
e 

av
er

ag
e 

nu
m

be
r 

of
 h

ou
rs

w
or

ke
d 

pe
r 

w
ee

k 
in

 a
 g

iv
en

 m
on

th
.

3.
 A

pp
ly

 n
um

be
rs

 a
s 

us
ed

 w
ith

da
te

s,
 ti

m
es

, a
nd

 te
m

pe
ra

tu
re

.
A

ft
er

 h
ea

ri
ng

 th
e 

da
ily

 te
m

pe
ra

tu
re

fo
re

ca
st

, d
et

er
m

in
e 

pr
op

er
 o

ut
do

or
w

ea
r.

C
al

cu
la

te
 th

e 
tim

e 
to

 ta
ke

 n
ex

t d
os

e
of

 a
 m

ed
ic

at
io

n.
C

or
re

ct
ly

 s
ch

ed
ul

e 
ap

po
in

tm
en

ts
 o

n
a 

ca
le

nd
ar

.

4.
 U

se
 c

oi
ns

 a
nd

 c
ur

re
nc

y.
C

ou
nt

 c
or

re
ct

 a
m

ou
nt

 o
f 

m
on

ey
 to

pa
y 

th
e 

bi
ll 

in
 a

 r
es

ta
ur

an
t.

T
ot

al
 d

ue
s 

to
 s

ee
 if

 m
em

be
rs

 o
f 

an
or

ga
ni

za
tio

n 
ha

ve
 p

ai
d 

in
 f

ul
l.

U
se

 p
la

ce
m

en
t o

f 
th

e 
do

lla
r 

si
gn

 a
nd

de
ci

m
al

 p
oi

nt
 to

 e
nt

er
 c

os
ts

 o
f 

ite
m

s
in

 r
eg

is
te

r.

5.
 M

ea
su

re
.

U
se

 a
 c

al
cu

la
to

r 
to

 c
he

ck
 a

cc
ur

ac
y 

of
gr

oc
er

y 
re

ce
ip

t.
Fi

nd
 a

nd
 c

om
pa

re
 n

ut
ri

tio
na

l
in

fo
rm

at
io

n 
on

 tw
o 

ce
re

al
 b

ox
es

.
M

ea
su

re
 th

e 
le

ng
th

 o
f 

ri
bb

on
 n

ee
de

d
of

 g
o 

ar
ou

nd
 g

if
t b

ox
 w

ith
 1

2 
in

ch
es

le
ft

 f
or

 a
 b

ow
.

6.
 E

st
im

at
e.

E
st

im
at

e 
to

ta
l p

ur
ch

as
e 

pr
ic

e 
of

 n
ew

ch
ai

r 
gi

ve
n 

th
e 

co
st

 a
nd

 a
m

ou
nt

 o
f

ta
x.

G
iv

en
 n

um
be

r 
of

 p
eo

pl
e 

in
 e

ac
h,

es
tim

at
e 

nu
m

be
r 

of
 f

ly
er

s 
ne

ed
ed

 if
pe

op
le

 in
 tw

o 
ag

en
ci

es
 g

et
 th

em
.

E
st

im
at

e 
ap

pr
ox

im
at

e 
co

st
 f

or
 a

cu
st

om
er

 o
f 

ite
m

s 
th

ey
 m

ig
ht

 w
an

t
to

 p
ur

ch
as

e.

7.
 U

se
 c

om
m

on
 m

at
he

m
at

ic
al

do
cu

m
en

ts
.

R
ea

d 
sc

ho
ol

 lu
nc

h 
m

en
u 

ch
ar

t t
o

de
te

rm
in

e 
w

hi
ch

 lu
nc

he
s 

ch
ild

 w
ill

bu
y 

fo
r 

th
e 

w
ee

k.

U
se

 d
ia

gr
am

 o
f 

lib
ra

ry
, l

oc
at

e
se

ct
io

n 
co

nt
ai

ni
ng

 b
oo

ks
 o

n
ga

rd
en

in
g.

U
se

 in
ve

nt
or

y 
lis

t t
o 

dr
aw

 c
ha

rt
de

pi
ct

in
g 

w
he

re
 it

em
s 

ar
e 

fo
un

d 
in

su
pp

ly
 c

lo
se

t.

24
2



M
I N

M
 N

M
 O

M
 O

M
=

 M
I

E
ll 

M
O

 M
I=

 M
B

 N
M

 O
M

 M
N

 M
E

 E
M

I M
I

1. 00

H
IG

H
E

R
 O

R
D

E
R

 S
K

IL
L

S

1.
 D

em
on

st
ra

te
 b

as
ic

 p
ro

bl
em

-
so

lv
in

g 
an

d 
de

ci
si

on
-m

ak
in

g
sk

ill
s.

D
ef

in
e 

di
sc

ip
lin

e 
pr

ob
le

m
 a

nd
 c

ol
le

ct
in

fo
rm

at
io

n 
to

 id
en

tif
y 

po
te

nt
ia

l
ap

pr
oa

ch
es

 to
 c

or
re

ct
 th

e 
si

tu
at

io
n.

D
ef

in
e 

pr
ob

le
m

 c
on

ce
rn

in
g

ne
ig

hb
or

, c
ol

le
ct

 in
fo

rm
at

io
n 

an
d

co
ns

id
er

 a
lte

rn
at

iv
e 

de
ci

si
on

s 
be

fo
re

ac
tin

g 
to

 r
es

ol
ve

 p
ro

bl
em

.

C
ol

le
ct

 in
fo

rm
at

io
n 

ab
ou

t s
ev

er
al

jo
b 

op
po

rt
un

iti
es

, e
va

lu
at

e 
th

e
in

fo
rm

at
io

n 
to

 d
ec

id
e 

w
hi

ch
 jo

b
w

ou
ld

 b
e 

m
os

t a
pp

ro
pr

ia
te

 to
pu

rs
ue

.

2.
 D

em
on

st
ra

te
 b

as
ic

 c
ri

tic
al

th
in

ki
ng

 s
ki

lls
.

A
na

ly
ze

 d
ai

ly
 h

ou
se

ho
ld

 r
ou

tin
e 

an
d

id
en

tif
y 

ar
ea

s 
in

 w
hi

ch
 c

ha
ng

es
w

ou
ld

 m
ak

e 
it 

ea
si

er
 to

 m
an

ag
e.

Pr
ed

ic
t p

os
si

bl
e 

ou
tc

om
es

 if
 c

ur
re

nt
bu

s 
sc

he
du

le
s 

ar
e 

al
te

re
d 

as
 d

es
cr

ib
ed

in
 n

ew
sp

ap
er

 a
rt

ic
le

.

A
na

ly
ze

 p
ro

ce
du

re
s 

fo
r 

se
at

in
g

cu
st

om
er

s 
in

 r
es

ta
ur

an
t a

nd
 id

en
tif

y
ar

ea
s 

in
 w

hi
ch

 th
e 

pr
oc

es
s 

co
ul

d 
be

m
ad

e 
m

or
e 

ef
fe

ct
iv

e 
an

d 
ef

fi
ci

en
t.

E
X

T
E

N
D

E
D

 L
IT

E
R

A
C

Y

1.
 L

oc
at

e 
an

d 
us

e 
ap

pr
op

ri
at

e
re

so
ur

ce
s 

to
 s

ol
ve

 b
as

ic
 p

ro
bl

em
s

an
d 

m
ak

e 
de

ci
si

on
s.

C
he

ck
 p

ho
ne

 b
oo

k 
to

 f
in

d 
lo

ca
l

as
si

st
an

ce
 o

ff
ic

e 
an

d 
ca

ll 
fo

r
in

fo
rm

at
io

n 
ab

ou
t s

er
vi

ce
s.

Fi
nd

 a
 b

oo
k 

us
in

g 
th

e 
lib

ra
ry

co
m

pu
te

r 
sy

st
em

.
L

oc
at

e 
th

e 
co

rr
ec

t t
ec

hn
ic

al
 m

an
ua

l
to

 f
ix

 a
 m

ac
hi

ne
.

2.
 D

em
on

st
ra

te
 a

bi
lit

y 
to

 a
pp

ly
ba

si
c 

in
te

rp
er

so
na

l s
ki

lls
.

Sh
ow

 r
es

pe
ct

 f
or

 c
hi

ld
re

n 
an

d 
th

ei
r

fr
ie

nd
s.

A
ss

is
t t

ea
ch

er
 a

nd
 o

th
er

 p
ar

en
ts

 w
ith

a 
sc

ho
ol

 p
ro

je
ct

W
or

k 
w

ith
 a

 g
ro

up
 to

 d
ec

id
e 

th
e 

be
st

ap
pr

oa
ch

 to
 a

 g
iv

en
 jo

b.

3.
 D

em
on

st
ra

te
 a

bi
lit

y 
to

 a
pp

ly
ba

si
c 

or
ga

ni
za

tio
na

l a
nd

m
an

ag
em

en
t s

ki
lls

.

G
iv

en
 u

ns
at

is
fa

ct
or

y 
re

po
rt

 f
ro

m
 a

te
ac

he
r,

 p
la

n 
to

 h
el

p 
ch

ild
 s

tu
dy

 a
nd

us
e 

tim
e 

w
is

el
y.

M
ak

e 
a 

lis
t o

f 
re

as
on

s 
pr

o 
an

d 
co

n
w

he
n 

vo
tin

g 
fo

r 
a 

ca
nd

id
at

e.
B

ra
in

st
or

m
 w

ith
 c

ow
or

ke
rs

 to
 s

ol
ve

th
e 

pr
ob

le
m

 o
f 

in
ve

nt
or

y 
al

w
ay

s
be

in
g 

lo
w

.

4.
 D

em
on

st
ra

te
 b

as
ic

 u
nd

er
st

an
di

ng
of

 c
om

m
on

 s
ys

te
m

s.
Id

en
tif

y 
ch

ar
ac

te
ri

st
ic

s 
of

 a
n 

ef
fe

ct
iv

e
st

ud
y 

ar
ea

.
Pr

ed
ic

t w
ha

t w
ill

 o
cc

ur
 if

 th
er

e 
is

 a
ga

rb
ag

e 
st

ri
ke

 in
 to

w
n.

E
va

lu
at

e 
us

ef
ul

ne
ss

 o
f 

a 
ne

w
 o

ff
ic

e
te

le
ph

on
e 

sy
st

em
.

2

26



Adult Learner Competencies
LEVEL 2 (Intermediate)

COMMUNICATION

Reading

1

Goal: On achieving Level 2 reading competencies, the learner will use expanded knowledge of
word meanings and text structure, and apply more complex comprehension and
analytical skills and strategies to read moderately difficult materials on familiar and
unfamiliar topics.

1. Select and apply appropriate word recognition skills to pronounce and comprehend the
meaning of familiar words and to estimate the pronunciation of unfamiliar words.
1.1 Recognize increasing number of words by sight (sight vocabulary).
1.2 Apply knowledge of language patterns (e.g., syllables, common affixes) to

pronounce and estimate the meaning of unfamiliar words.
1.3 Use context clues to estimate the pronunciation of unfamiliar words.
1.4 Identify and use references to pronounce and identify the meanings of unfamiliar

words in text.

2. Demonstrate knowledge of vocabulary in varied instructional contexts.
2.1 Recognize and comprehend the meaning of moderately complex occupational,

technical, and content-specific (academic) vocabulary.
2.2 Apply knowledge of context clues to estimate the meaning of unfamiliar words and to

distinguish meanings of homographs and words with multiple meanings.
2.3 Use context clues to infer appropriate meaning of moderately complex passages.
2.4 Use the meaning of affixes and roots to build vocabulary in specific contexts.
2.5 Apply knowledge of synonyms, antonyms, homonyms, homographs, and words

with multiple definitions to determine meanings of unfamiliar words.

3. Read and interpret signs, symbols, abbreviations, and common acronyms.
3.1 Identify and interpret codes and symbols found in various contexts (e.g., specific

home, work, or community environments).
3.2 Apply knowledge of signs, symbols, abbreviations, and common acronyms to

comprehend and apply to moderately complex tasks.

4. Read and interpret moderately complex documents (i.e., tables, schedules, charts, graphs,
maps, forms).

4.1 Locate several pieces of information in moderately complex documents.
4.2 Follow directions for completing moderately complex documents.
4.3 Summarize information located in moderately complex documents.
4.4 Identify relationships between similar documents (e.g., charge slip and invoice) and

compare information.

5. Demonstrate literal and inferential comprehension of moderately complex materials.
5.1 Identify directly stated main ideas.
5.2 Identify inferred main ideas.
5.3 Distinguish a conclusion from a supporting statement or detail.
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5.4 Locate directly stated details (e.g., examples, facts, descriptions, reasons) that
contribute to understanding the main idea.

5.5 Paraphrase and summarize (e.g., retell, recall, or explain) information in moderately
complex texts.

5.6 Draw conclusions based on details in the text.
5.7 Identify and interpret common figurative language found in texts.
5.8 Apply knowledge and skills to interpret and analyze information in various contexts

(e.g. health, work, parenting, community agencies).

6. Demonstrate knowledge of paragraph structure and document organization.
6.1 Identify basic organizational patterns (e.g., cause-effect, sequence, chronology,

compare-contrast) for different types of reading material or documents.
6.2 Use syntactic clues (e.g., sequence pattern: first, second, then) that guide the reader

through selected text organization patterns.
6.3 Summarize information according to organizational pattern of materials.

7. Demonstrate skill in varying reading rate for specific purposes.
7.1 Read carefully to learn new information.
7.2 Skim to determine main idea.
7.3 Scan to locate a specific detail.

8. Consistently apply basic comprehension-monitoring (metacognitive) strategies.
8.1 Use pre-reading strategies (e.g., prediction, questioning, prior knowledge).
8.2 Use comprehension checking strategies (e.g., rereading, self-questioning).
8.3 Describe purposes for applying comprehension-monitoring strategies to printed

information.
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Adult Learner Competencies
LEVEL 2 (Intermediate)

COMMUNICATION

Listening

Goal: On achieving Level 2 listening competencies, the learner will use more complex
listening skills to interpret orally presented information on familiar as well as unfamiliar
topics.

1. Apply active listening skills to verbal messages about familiar and unfamiliar topics.
1.1 Identify the main idea of an extended verbal message, conversation, and other oral

communication.
1.2 Order or re-order moderately complex information to adjust completion of a task

based on changes in oral instructions.
1.3 Paraphrase and summarize (e.g., retell, recall, or explain) orally presented

information that is moderately complex.
1.4 Listen attentively (e.g., demonstrate attentiveness through nonverbal or verbal

behaviors) and, when appropriate, seek repetition or ask questions for clarification.
1.5 Analyze information (e.g., relevance to issue, author's purpose and point of view)

and draw conclusions based on details provided orally.

2. Apply comprehension-monitoring (metacognitive) strategies.
2.1 Use comprehension strategies (e.g., prediction, questioning, prior knowledge) to

prepare for active listening.
2.2 Seek repetition or ask questions for clarification of orally presented information.
2.3 Describe the purposes for applying comprehension-monitoring strategies to orally

presented information.



Adult Learner Competencies
LEVEL 2 (Intermediate)

COMMUNICATION

Writing

Goal: On achieving Level 2 writing competencies, the learner will communicate information
on familiar and unfamiliar topics using direct, concise, and clear writing and will
complete moderately complex documents accurately and completely.

1. Demonstrate knowledge spelling conventions.
1.1 Spell correctly familiar words that are pronounced orally.
1.2 Approximate spelling of unfamiliar words that are pronounced orally.
1.3 Apply knowledge of conventions to correct spelling errors.

2. Apply basic principles of language mechanics in written work.
2.1 Apply principles of capitalization in all formal writing.
2.2 Use standard punctuation marks correctly in all formal writing.
2.3 Recognize and apply standard English usage for verbs and pronouns in all formal

writing.
2.4 Recognize basic parts of speech.

3. Demonstrate knowledge of concepts about writing.
3.1 Write a variety of complete simple and compound sentences, including descriptive

words as appropriate.
3.2 Write simple paragraphs including directly stated and inferred main ideas and

supporting details.
3.3 Analyze audiences and purposes for writing (e.g., choose appropriate format and

language for written work; understand relationship between audience and topic).
3.4 Write accurate notes and messages to different audiences.
3.5 Complete moderately complex forms and documents legibly and accurately.
3.6 Understand and apply the basic organization and structure of written information to

create written documents.

4. Use basic proofreading skills to correct errors in capitalization, punctuation, grammar, and
spelling.
4.1 Recognize and correct common errors in specific language conventions (e.g., use

correct subject-verb agreement in sentences with simple and compound subjects).
4.2 Recognize and correct simple errors in grammar, syntax, punctuation, and spelling.
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Adult Learner Competencies
LEVEL 2 (Intermediate)

COMMUNICATION

Speaking

Goal: On achieving Level 2 speaking skills, the learner will orally communicate moderately
complex information concerning familiar as well as unfamiliar topics.

1. Use explanatory and persuasive language effectively.
1.1 Orally summarize information received from various sources.
1.2 Accurately report activities or facts about situations in varied contexts (e.g., process

in work environment, procedures for filing a grievance with local government).
1.3 Teach others how to perform a task requiring multiple steps and processes.
1.4 Make convincing statements to persuade someone to a particular point of view.
1.5 Negotiate effectively in familiar contexts (e.g., present facts and arguments,

recognize different points of view, offer compromises).

2. Participate effectively in conversation or discussion.
2.1 Recognize when another doesn't understand the message being communicated.
2.2 Understand and respond to listener feedback.
2.3 Recognize appropriate behaviors and adjust language to the level of formality

required.

3. Demonstrate knowledge of concepts about effective speech.
3.1 Identify communication goals and choose appropriate media for communicating.
3.2 Consistently employ appropriate use of language and nonverbal behaviors.
3.3 Demonstrate credibility of information presented (e.g., give supporting arguments,

relevant evidence from a variety of sources).
3.4 Apply knowledge to develop and deliver a presentation on a familiar topic.
3.5 Observe and analyze verbal and nonverbal cues to determine effectiveness of

presentation.

AVM:IA.8LE
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Adult Learner Competencies
LEVEL 2 (intermediate)

NUMERACY

Goal: On completion of Level 2 numeracy skills, the learner will apply arithmetic functions
and concepts to solve familiar and unfamiliar mathematical problems.

1. Recognize numbers and demonstrate moderately complex computation skills.
1.1 Identify, classify, and write numeric symbols as numbers and as words.
1.2 Identify information needed to solve a moderately complex mathematical problems.
1.3 Recognize moderately complex mathematical concepts (i.e., decimal parts, number

lines, sequences, percents, ratios, comparisons).
1.4 Identify basic algebraic functions and patterns.
1.5 Identify missing element/s in simple numeric and word problems.

2. Compute using whole numbers.
2.1 Add and subtract whole numbers involving extensive borrowing and carrying.
2.2 Multiply and divide whole numbers with regrouping and remainders.
2.3 Identify key words, determine appropriate operations, and solve moderately complex

word problems.

3. Compute using fractions and decimals.
3.1 Recognize common fractions and decimals.
3.2 Identify and calculate equivalent fractions.
3.3 Add and subtract common fractions and decimals.
3.4 Convert decimal fractions to common fractions and percents.
3.5 Multiply common fractions and decimals.
3.6 Identify key words and determine which operations are required to solve simple word

problems involving common fractions and decimals.

4. Measure.
4.1 Recognize, use, and measure moderately complex geometric shapes and angles.
4.2 Select, use, and interpret problem-solving tools (e.g., calculators, computers,

mathematical tables, and instruments such as rulers, scales, gauges, and dials).
4.3 Calculate solutions to moderately complex problems involving distance, weight, and

volume.
4.4 Interpret uses of numbers in documents and in various settings.

5. Estimate.
5.1 Estimate results without a calculator prior to calculations.
5.2 Use estimation to check reasonableness of results.
5.3 Compare simple fractions and decimals.

6. Use common mathematical documents.
6.1 Interpret moderately complex schedules, tables, charts and diagrams.
6.2 Construct moderately complex tables, charts, diagrams, and schedules.
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Adult Learner Competencies
LEVEL 2 (Intermediate)

HIGHER ORDER SKILLS

Goal: On achieving Level 2 higher order skills competencies, the learner will apply critical
thinking skills to more complex familiar and unfamiliar situations or topics.

1. Demonstrate problem-solving and decision-making skills to approach moderately complex
situations.
1.1 Identify and define problems to be solved.
1.2 Identify and define goals and restraints concerning decisions to be made.
1.3 Identify, locate, and collect information needed to resolve problems or make

decisions.
1.4 Organize information to identify potential solutions for problems or alternative

decisions.
1.5 Analyze and evaluate information (i.e., relevance to problem or issue, bias, author's

purpose and point of view, etc.).
1.6 Identify potential impact of information on solving problems or making decisions.
1.7 Evaluate and monitor progress, revising solutions as necessary.

2. Demonstrate application of critical thinking skills to moderately complex situations.
2.1 Analyze quality of available information about processes, procedures, and systems

(e.g., recognize and evaluate unstated and stated assumptions; identify facts,
opinions, and hypotheses).

2.2 Analyze components of processes, procedures, or systems.
2.3 Draw conclusions or make predictions about processes, procedures, or systems.
2.4 Evaluate the effectiveness of processes, procedures, or systems.
2.5 Compare effectiveness of several processes, procedures, or systems.
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Adult Learner Competencies
LEVEL 2 (Intermediate)

EXTENDED LITERACY

Goal: On achieving Level 2 extended literacy competencies, the learner will use knowledge
and skills applied to more complex familiar and unfamiliar situations or topics.

1. Locate and use appropriate resources to solve moderately complex problems and make
decisions.
1.1 Access and analyze appropriateness of sources of information and assistance.
1.2 Identify and use reference materials (e.g., indices, dictionaries, technology-based

systems, etc.) to locate information.
1.3 Choose resources consistent with a specific task (e.g., reference materials,

technologies).
1.4 Apply test-taking strategies appropriately.

2. Demonstrate ability to apply interpersonal skills.
2.1 Negotiate with group to set and achieve goals.
2.2 Negotiate with group to arrive at mutually acceptable solutions to problems or make

decisions.
2.3 Determine the effectiveness of the group's work in setting and reaching goals.
2.4 Assist and teach others in the group (e.g., identify learning needs, use techniques

appropriate for group members, determine effectiveness of teaching or assistance).
2.5 Value and respect others regardless of culture (e.g., ethnicity, religion, physical

attributes, etc.).

3. Demonstrate ability to apply moderately complex organizational and management skills.
3.1 Identify and prioritize personal and educational goals.
3.2 Develop and use physical system of organization (e.g., notebooks, calendars, lists,

etc.).
3.3 Manage time, money, materials, space, and people as ways to organize personal life

(e.g., roles as family member, worker, citizen).

4. Demonstrate understanding of moderately complex systems.
4.1 Identify systems (e.g., family, educational, workplace, government, health,

religious) and individual's role within each.
4.2 Describe purposes and functioning of moderately complex systems.
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Adult Learner Competencies
LEVEL 3 (Advanced)

COMMUNICATION

Reading

Goal: On achieving Level 3 reading competencies, the learner will use expanded knowledge of
word meanings and text structure, and apply comprehension and analytical skills and
strategies to read complex materials on familiar and moderately complex materials on
unfamiliar topics.

1. Demonstrate knowledge of vocabulary in varied instructional contexts.
1.1 Use word structures (e.g., affixes, synonyms, multiple meanings) to expand

vocabulary in specific contexts.
1.2 Recognize and comprehend the meaning of complex occupational, technical, and

content-specific (academic) vocabulary.
1.3 Use context clues and knowledge of word structures to estimate meaning of

unfamiliar words and to infer appropriate meaning of complex passages.

2. Interpret and apply prior knowledge to comprehend signs, symbols, abbreviations, and
acronyms.

3. Read and interpret complex documents (i.e., tables, schedules, charts, graphs, maps,
forms).

3.1 Follow directions for completing complex documents.
3.2 Summarize and compare information in complex documents.
3.3 Draw conclusions from information presented in documents.
3.4 Analyze information in documents to predict or make decisions.

4. Demonstrate literal and inferential comprehension of complex materials.
4.1 Identify directly stated and inferred main ideas.
4.2 Identify implied details and unstated assumptions that contribute to understanding the

main idea.
4.3 Recognize and understand complex instructions or directions that include conditionals

and multiple steps.
4.4 Identify and interpret figurative language found in texts.
4.5 Apply knowledge and skills to interpret, analyze, draw conclusions, and generalize

from written information.
4.6 Identify opinions, propaganda, bias, and sources to evaluate written materials.
4.7 Apply information and ideas to new contexts or situations.

5. Demonstrate knowledge of paragraph structure and document organization.
5.1 Apply knowledge of organizational patterns to improve comprehension and organize

summary of text.
5.2 Use resources such as bibliographies and footnotes to gather additional information.
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6. Demonstrate skill in varying reading rate for specific purposes.
6.1 Read carefully to learn new information in complex materials.
6.2 Skim to determine main idea in complex materials.
6.3 Scan to locate a specific detail in complex materials.

7. Consistently apply basic comprehension-monitoring (metacognitive) strategies.
7.1 Use pre-reading strategies (e.g., prediction, questioning, prior knowledge).
7.2 Use comprehension checking strategies (e.g., rereading, self-questioning).
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Adult Learner Competencies
LEVEL 3 (Advanced)

COMMUNICATION

Listening

Goal: On achieving Level 3 listening competencies, the learner will use listening skills to
interpret orally presented information on unfamiliar topics as well as complex
information on familiar topics.

1. Apply active listening skills to complex verbal messages.
1.1 Identify main ideas in complex verbal messages and instructions.
1.2 Order or re-order complex information to adjust completion of a task based on

changes in oral instructions.
1.3 Paraphrase and summarize (e.g., retell or explain) critical information presented

orally.
1.4 Analyze verbally presented information and demonstrate insight into situation/s based

on tone and inferred details.

2. Apply comprehension-monitoring (metacognitive) strategies.
2.1 Consistently use comprehension strategies (e.g., prediction, questioning, prior

knowledge) to prepare for active listening.
2.2 Consistently seek repetition or ask questions for clarification of orally presented

information.



Adult Learner Competencies
LEVEL 3 (Advanced)

COMMUNICATION

Writing

Goal: On achieving Level 3 writing competencies, the learner will communicate information
on familiar and unfamiliar topics using direct, concise, and clear writing and will
complete complex documents accurately and completely.

1. Apply spelling conventions and principles of language mechanics in written work.
1.1 Spell words accurately in all formal writing.
1.2 Apply language mechanics (i.e., capitalization, punctuation, grammar, usage)

consistently and accurately in all formal writing.

2. Apply concepts about writing consistently in all formal writing.
2.1 Write a variety of complete and descriptive sentences (simple, compound, complex)

to convey shades of meaning.
2.2 Incorporate technical and/or academic vocabulary and organizational structures (e.g.,

headings, references, quotations) in writing, as appropriate.
2.3 Write paragraphs including directly stated and inferred main ideas and supporting

details to clearly convey messages.
2.4 Apply organizational and structural concepts of writing to write clearly and logically.
2.5 Analyze audience and purpose for writing and apply to written work.
2.6 Complete complex forms and documents accurately.

3. Correct written materials.
3.1 Proofread and use appropriate resources and apply knowledge of conventions to

correct errors in grammar, syntax, punctuation, and spelling.
3.2 Revise materials to be direct, concise, clear, and consistent.

BEST COPY AVAILABLE

34



Adult Learner Competencies
LEVEL 3 (Advanced)

COMMUNICATION

Speaking

Goal: On achieving Level 3 speaking skills, the learner will orally communicate complex
information concerning familiar topics as well as moderately complex information on
less familiar topics.

1. Use explanatory and persuasive language effectively.
1.1 Report factual information logically and concisely.
1.2 Persuade someone to a particular point of view using persuasive techniques and

presenting supporting arguments and relevant evidence.
1.3 Select and use appropriate language structures (description, narration, comparison,

explanation, justification, prediction, decision) to convey messages.
1.4 Teach others how to perform a task requiring multiple steps and/or complex

processes.
1.5 Negotiate effectively in various contexts.

2. Demonstrate knowledge of concepts about effective speech.
2.1 Consistently recognize and respond appropriately to listener feedback.
2.2 Consistently employ appropriate use of language and nonverbal behaviors.
2.3 Organize and pace presentations to facilitate audience comprehension of message.
2.4 Observe and analyze verbal and nonverbal cues to determine effectiveness of

presentation.

COPS' AVAILABLE
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Adult Learner Competencies
LEVEL 3 (Advanced)

NUMERACY

Goal: On completion of Level 3 numeracy skills, the learner will apply arithmetic functions
and concepts to solve complex mathematical problems.

1. Apply knowledge of mathematical concepts to understand and compute using mathematical
information.

1.1 Interpret, organize, and analyze data using basic statistical conventions (e.g., mean,
median, mode, percentiles).

1.2 Identify key words and determine which operations are required to solve word
problems involving fractions, decimals, percentages, and geometric or algebraic
functions.

1.3 Locate missing information and identify misleading or unnecessary information to
complete task.

1.4 Generalize, interpret, and apply methods and results over variety of mathematical
contexts.

2. Demonstrate complex computation skills.
2.1 Recognize and use complex mathematical concepts (i.e., percentages, sequences,

ratios, proportion).
2.2 Identify information needed to solve a complex mathematical problems requiring

several logical steps and multiple computations.
2.3 Identify and use complex geometric and algebraic functions, patterns, and formulas.

3. Compute using fractions, decimals, and percentages.
3.1 Compute (add, subtract, multiply, divide) fractions without common denominators.
3.2 Multiply and divide decimals.
3.3 Solve mathematical problems using decimals and percentages.

4. Measure.
4.1 Recognize, use, and measure complex geometric shapes and angles.
4.2 Compare plane and solid geometric shapes and sizes.
4.3 Select, use, and interpret problem-solving tools (e.g., calculators, computers,

mathematical tables, and instruments such as rulers, scales, gauges, and dials).

5. Estimate.
5.1 Estimate results without a calculator prior to complex calculations.
5.2 Use estimation to check appropriateness of methods for solving mathematical

problem and reasonableness of results.

6. Use common mathematical documents.
6.1 Interpret complex graphs, tables, charts and diagrams.
6.2 Construct complex tables, charts, diagrams, and graphs.
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Adult Learner Competencies
LEVEL 3 (Advanced)

HIGHER ORDER SKILLS

Goal: On achieving Level 3 higher order skills competencies, the learner will apply critical
thinking skills to complex familiar and moderately complex unfamiliar situations or
topics.

1. Demonstrate problem-solving and decision-making skills to approach complex situations.
1.1 Identify and define problems to be solved.
1.2 Identify and define goals and restraints concerning decisions to be made.
1.3 Collect, organize, and evaluate information from various sources to identify potential

solutions for problems or alternative decisions.
1.4 Analyze and synthesize disparate information to discover insights into problem or

issue.
1.5 Identify potential impact of information on solving problems or making decisions.
1.6 Evaluate and monitor progress, revising solutions as necessary.

2. Demonstrate application of critical thinking skills to complex situations.
2.1 Analyze quality of available information about processes, procedures, and systems

(e.g., recognize and evaluate unstated and stated assumptions; identify facts,
opinions, and hypotheses; recognize probable rationale behind policies and
procedures).

2.2 Analyze components of processes, procedures, or systems.
2.3 Draw conclusions or make predictions about processes, procedures, or systems.
2.4 Evaluate the effectiveness of processes, procedures, or systems.
2.5 Compare effectiveness of several processes, procedures, or systems.
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Adult Learner Competencies
LEVEL 3 (Advanced)

EXTENDED LITERACY

Goal: On achieving Level 3 extended literacy competencies, the learner will use knowledge
and skills applied to complex familiar and moderately complex unfamiliar situations or
topics.

1. Locate and use appropriate resources to solve complex problems and make decisions.
1.1 Access and analyze appropriateness of sources of information and assistance.
1.2 Identify and use reference materials (e.g., indices, dictionaries, technology-based

systems, etc.) to locate information.
1.3 Choose resources consistent with a specific task (e.g., reference materials,

technologies).
1.4 Explore resources tangentially related to task to identify perspectives that might

improve or expand processes for revising or accomplishing task.

2. Demonstrate ability to apply interpersonal skills.
2.1 Negotiate with group to set long range goals and arrive at mutually acceptable

solutions to problems or make decisions.
2.2 Determine the effectiveness of the group's work in setting and reaching goals.
2.3 Assist and teach others in the group (e.g., identify learning needs, use techniques

appropriate for group members, determine effectiveness of teaching or assistance).
2.4 Value and respect others regardless of culture (e.g., ethnicity, religion, physical

attributes, etc.).

3. Demonstrate ability to apply complex organizational and management skills.
3.1 Identify and prioritize personal and educational goals.
3.2 Develop and use physical systems of organization.
3.3 Manage time, money, materials, space, and people as ways to organize variety of

environments.

4. Demonstrate understanding of complex systems.
4.1 Identify systems (e.g., family, educational, workplace, government, health,

religious) and individual's role within each.
4.2 Describe purposes and functioning of complex systems.
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Adult Learner Competencies and Assessment Plans

In the past several years, adult educators and policymakers increasingly have asked the
question: How can adult education programs be improved to better serve learners? In
Pennsylvania, the Bureau of Adult Basic and Literacy Education's Project EQuAL has
addressed various aspects of this question. One key aspect of program improvement is
curriculum and assessment. The competency lists can provide a tool for exploring links
between these two educational components and for identifying effective strategies for
documenting learner gains and outcomes.

As the competency lists were developed, efforts were made to align them with skills
assessed in commonly used assessment instruments. Although curriculum not assessment

should drive instruction, it is important to understand the content and organization of the
instruments that are used most often to document learner progress. Always look for the closest
match between what is taught in the curriculum and what the instrument measures when
selecting assessments. The following chart illustrates the connections between the skill
competencies and selected standardized assessment instruments. Although the skill
competency levels do not have a one-to-one correspondence to the assessment levels, they
provide information on the range of basic skills tested at each level of the instruments. The
lists, therefore, can be used to focus instruction on the types and complexity of skills that the
learner needs to develop or build.

Skill Competencies and Standardized Assessments

Skill Competencies Standardized Assessments
TABE,

Forms 7 & 8
CASAS Work Keys

Adult functioning at Level 1 (Basic)'
generally will test at:

Literacy; Level
E or M

Level AAA -
B

Adult functioning at Level 2
(Intermediate) z generally will test at:

Level M or D Level C -E Level 3 5

Adult functioning at Level 3
(Advanced) 3 generally will test at:

Level D or A Level 5 - 7

Adult learners functioning at the basic level have skills ranging from minimal up to a traditional pre-
GED level (grade equivalent 0-4).

'Adult learners functioning at the intermediate level have skills ranging from pre-GED up to GED
preparation level (grade equivalent 5-8).

3 Adult learners functioning at the advanced level have skills ranging from GED preparation to
postsecondary preparation (grade equivalent 9+).

Most providers find that no single assessment tool meets all of their or other
stakeholders' informational needs. Some assessment instruments provide diagnostic
information on learners' strengths and weaknesses while others are screening tools. Other
instruments document learners' progress toward specific criteria or ability to perform specific
tasks. For example, the TABE Survey can document learners' progress in skill development
and provides some diagnostic information, and the TABE Full Battery documents progress but
provides more detailed diagnostic information. On the other hand, the TABE does not provide
information about the learners' ability to apply literacy skills in daily living situations. The
sample instructional applications of the skill competencies, therefore, can provide ideas for
instructors on how learners can apply the skills in daily living situations. Applied
performance, such as the External Diploma Program, and the CASAS can document learners'
ability to perform specific tasks; however, it does not necessarily provide information about
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individual skills or skill areas that need to be developed or refined. In this case, the
competency lists can assist instructors in identifying skills embedded in specific tasks and
focus instruction on these areas.

A concern for some adult educators is that standardized instruments do not necessarily
address learner-selected goals. Often, these goals are specific, and achieving them is very
meaningful to the learners. Although these goals may be included as part of an existing
instrument, instructors and learners may not be able to document progress in the one selected
goal through testing with that instrument. In this case, the competency lists provide a tool to
assist in identifying skills that the learner needs to develop in order to accomplish the selected
goal. This information informs the learner's educational plan and focuses instruction. In
addition, the information can be used to develop informal yet structured procedures to
document the learner's progress toward their selected goal. The learner's successful
completion of the plan also can be shared with caseworkers or potential employers, detailing
the individual's ability to apply literacy skills to perform specific family or work-related tasks.

The competency lists, therefore, and the connections between the competencies and specific
standardized assessment instruments can guide the selection of appropriate tools to measure
progress, to link curriculum with assessment, and to ensure that all stakeholders' information
needs are being met.
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